STATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE
APPROVAL REQUEST

STD. 72 {REV ., 7-82)

{1} DEPARTMENT, 3OARD OR COMMISSION

Employment Development Department

& 51943

Submit three copies with three copies of the

Records Retention Schedule, STD. 73.
- orcs rietention b 80 Capitol

ADDRESS

DIVISION, BUREAU OR OTHER UNIT

Personnel Programs Division

Mall, Sacramento CA 95814

TO: DEPARTMENT OF GENERAL SERVICES
OFFICE OF INFORMATION SERVICES
1500 5th Street, Room 116
Sacramento, CA 95814 (or IMS C-39)

& Q
4 D

(916) 445-2294 or CALNET 485-2204

CHECK THE APPROPRIATE BOX: )
@ D New schedule of records that have never been scheduled. (Complete boxes 5 - 8, y

Revising a previous schedule. (Complete boxas 5- 12.)
{A new approval number will be assigned.)

Amending some pages of a previous schedule. (Complete boxes 8- 12.)
{The original approval number will remain in effect.}

_ {5 SCHEDULE NUMBER 61 SCHEBULE DATE (7} NUMBER OF PAGES (8) CUBIC FEET(Toral Scheduls)
NEW SCHEDULE
INFORMATION 8
(If applicable) 16 08-29-97 _ 1101
- T —
PREVIOUS SCHEDULE | & SCHEDULE NUMBER(S) (10) APPROVAL NUMBER(S) {11) APPROVAL DATE(S} (12) PAGE NUMBER(S) REVISED
INFORMATION 16 89-009 01-18-89 1-10
(¥ applicable) . .

PART |-- AGENCY STATEMENTS

As the program manager (or person authorized to sign for the program manager) directly responsible for the records listed on
the attached schedule, | certify that all records are listed, that | have reviewed the need for the records, (per Section 1611 of
the State Administrative Manual) that each retention period s necessary and correct as scheduled, and (for a revised
schedule) that all items on the previous schedule have been accounted for.

Pt

Y
SIGNATURE-MANAGER o_ﬁwﬁ_,_. RESPONSIBLE FOR THE RECORDS

@

{14y TITLE
Chief, Personnel Programs Division

(15) DATE SIGNED

08-26-97

Pat. Chappie d\..\\

In accordance with Govern

nt Code 14755, approval of the attached Records Retention Schedule by the Department of

General Services is hereby requested. Retention periods have been established b y this agency after a careful evaluation of
all the factors listed in Section 1667 of the State Administrative Manual.

! hereby certify that | am authorized to act on behalf of the head of this agency in matters pertaining to the retention and
disposal of records. (Per Section 1611 of the State Administrative Manual)

(161 SBIGNATU 73

2
NAGEMENT L)Mp%\vﬂ_‘
&2 T2 E

(7 THLE

RECORDS MANAGEBENT COORDINATOR

(18 NAME (Printed of Typad;
ED RENWICK

amm @M%J.sz 53-4341 mmem wuu»mm. m_mwmu_w a

1997

PART i< DEPARTMENT OF GENERAL SERVICES APPROVAL

{Per Government Code Section 14755)

21 w_mgxmio_w CONSULTANT )

& ~Aamna M.

22 APPROVAL NUMBER

98-189

23 TITLE

Records KWSP&.&?@&*‘ C@o 5@9__@,&»

{24} DATE SIGNED .

1284y

PART Il -- ARCHIVAL SELECTION {Per Government Code Section 14755}

THE ATTACHED RECORDS RETENTION SCHEDULE:

a&D

Archives

3@
State. (Per Section 1614 of the State Administrative Manual .}

Contains no material subject to further review by the California State

Contains material subject to archival review. ltems stamped "Hold/Notify
Archives” may not be destroyed without clearance by the Secretary of

e

(28) DATE SIGNED

AUG 1 41998

9 m_mz>§ﬁn:mw
B - N
ﬂll-




STATE OF CALIFGRNIA DEPARTMENT (1} SCHEDULE NUMBER (2) DATE (3
RECORDS RETENTION SCHEDULE Employment Development Department 16 08-20-97
ORGANIZATIONAL TRIT GE OF PAGES (&
STD. 73 (REV. 5:82) - PAGE “
MIC 54 Personnel Pregrams Division 108
See ins:;u;clisoﬂg* o;é Bgverse ["ADDHESS [Number Birger [#11/7} Er T
andimn 800 Capitot Mall, Sacramerio, CA, 95814 ® 98-100
TTEM CUBIC CALIFORNIA o
NUMBER FEET* STATE HILE AND BESCRIPTION OF RECORDS RETENTION {Exempt}
(Friple space belween ARCHIVES & REMARKS
items) LSE ONLY (Triple space between items) QFFICE DEPT. SRG TOTAL IPA
[G)] &) 8 eH g)‘! ¥ (2 (3 (14) {15) (6} {9

fon
We provide human resource services
to support Staff in accomplishing
Depariment goals.

Betentlon period is based on State 1iscal year unless
otherwise noted.

Disclosure Restrlehnons:
X Exempt from disclosure under provisions of the Public
Records Act, Government Code Section 6254.

Xl Exempt from disclosure, but data subject may be allowed
access under provisions of the Information Practices Act,
Civit Code, Section 1798.24 unless exempt under
Section 1798,40

Pestruct
Confidential-Shred
Nen-Confidential-Recycle

Hetention

Authority is in accordance with directions from Chief,

hF’ﬂersonneI Programs Division and State Adminisirative
anial,




STATE OF CALIFORNIA PR TMENT (1) SCHEDULE NUMBER (2) DATE (3
RECORDS RETENTION SCHEDULE Employment Development Department ] 08-20-97
URGANTZATIONAL UNIT PAGE OF PRGES @&
STD. 73 (REV. 5-92) 20f8

Personne! Programs Division
HTIoer regl

See Ens%“[“?ﬂﬂ %:é sgvefse iy} ggm@%ﬂ(&)ﬂi UF GENEHAL SENVICES APPROVAL
and in .
. 800 Capite! Mall, Sacramento, CA, 95814 @ Q ° 1 8 Q
- - PRA | ]
NUMBER FEET* STATE TITLE AND DESCRIPTION OF RECORDS RETENTION {Exempl)
(Triple space between ARCHIVES B & REMARKS
Htems) USE ONLY (Tripte space between items) [ “GFFICE DEPT. BHG TOTAL IPA
(6 n ) o o (12 (13) (14) (15) (16) (17}
1 i Correspondence iy Ty X *&H exemptions are per Public Records Act (Government
«  Personnel-empioyee refated Code Section 6254) which exempls the disclosure of
+«  Business personnel , medical or similar files which could constitute an
invasion of privacy; any records that could encourage
unauthorized access to confidential data maintained by the
Depaniment; Other sensitive information, practices or
_ procedires.
o 1 Emergency Form Indicating Whom to Current Current XF Retain as current UNtE superseded
Contact in Case of Emergency
3 1 Employee Designation of Physician in Cusrent Clirent X Hetain as current unt: superseded
Case of On-the job Injuries
4. 1 DE 3555 Request for Outservice syre ayrs
Training
5. 6 DE 7013 Absence Request Syes byrs
8. 2 Supgg Records: Ty Ty
. 1743 Stock Received Report
»  DE 1904 Non standard Supply Requisition
«  DE 1905 EDD Warehouse Order
»  Coples of purchase orders, shipping
documents, invoices, correspondernice,
inventory records, etc.




STATE OF CALIFORNIA " OEEAN TN () SEHEDULE NUMBER (2) DATE (3)
RECORDS RETENTION SCHEDULE Employment Development Department 16 08-29-97
HINA 33 SES
STD. 73 (REV. 5-82) URGANIZATIONAT UM :‘ ~ BAGE OF PAGES 4
Personnel Programs Division _ 3of8
See tnst;ulctigxz‘ oz% 5%\fefsﬁ ADDRESS (Number Gireat T SUMBEH c
andin 800 Cagpitol Mall, Sacramento, GA, 95814 %) g 8 180
TTEM CUBIC CALIFORNIA PRX
NUMBER | FEET* STATE TITLE AND DESCRIFTION OF RECORDS RETENTION [Exempt)
{Tripla spate between ARCHIVES — & REMARKS
iters) USE ONLY (Teipte space between items) CFFICE DEPT, SRG TOTAL A
® 8} @ Wi o¥ (12} (13 {14} {15} {16} {7
= - Electronic TINS records are retained for one fiscal year.
7. 41 Tralmn Enformatton p 3yrs Jyrs Therealfter, files are converted to Microfische and retained
. 73 Record of Formal Training M 1y 1 vre indefinit
. Tralnmg Demand Identification Sysfem Y ¥ ely.
(TDIS)
- ; P Current Current
8. 1 Budget information Tyr Ty
: P Active Active TRFGE years fram he date of fina] Cecision tom MAD
9. 1 STD 645 Employee Suggestion | Yayre B yre Adminiseator
(MAB)
10. 5 STD 700 (formerly STD 730) " 2yt we | 7%
Statement of Economic Interests
S50 _
y 1 Special Studies " eyt 2yrs
12, 46 M adical Information P Active Active X Active until employee separates. Retain for 10 years after
Reasonable Accommodation Medical Files +10yrs +10yrs separation.
+  STD 610 Heafth Questionnaire
+  STD 610HQ Health Questionnaire/Medical
Regon
¢ Subject to Proper Placement Letters




STATE OF CALIFORNIA

[ OEPANTMENT 1)

SCHEDULE NUMBER (2) DATE (3)

RECORDS RETENTION SCHEDULE Employment Development Department 16 08-20-97
[TORGARIZATIONAL URIT PAGE OF PAGES (4]
STD. 73 (REV. 5-62) -
Personnel Programs Division 40f8
See ln:;'t‘rjl.iicti!ggglI 01% ésversa umber Bireot [#i17] BE‘:&%BE?F%MSWT OF GENEHAL SERVICES AFPROVAL
andin 800 Capitol Mall, Sacramento, CA, 95814 © @ 8 o 1 89
“ITEM CUBIG | CALIFORNIA THA
NUMBER FEET* STATE HTLE AND DESCRIPTION OF RECORDS RETENTION {Exempt}
(Triple space between ARCHIVES & REMARKS
items} USE ONLY {Triple space between items) GFFIGE DEPT. SFG TOTAL 1PA
& (8 )] gg a¥ (12 {13} (4 (£5) (16) an
13. 6 Exam Bulistins g %5{'2 g gg X Ei:gaér;ed for 2 years or until & subsequent examn, whichever is
Exam Correspondence P 2yrs 2yrs
Exam Folders
14. 5 Exam History " Ferm. Fem. A
15. DY) Exam Information F Clrrent Current X Retained untk e next exam 1s complete

L3
-

" Sid 664 Certification of Eligibles

Forn 100-175-DT, QAP and EDA Panel
Form 1564, Promotional Readiness
Interview Panel Report (Data Collection
Form)

Earm 1568, Promotional Readiness Report
{Organizational Unit Review)

Form 166C Promoticnal Readiness Report
(Supervisory Review)

Form 286, Reemployment List Panel Cards
{See Remarks&o

Form 511CT, Compelitive Rating Reports
Form 511A, Disgualified Report
(Disqualification Sheet) {one for each
disgualified competitor)

Form 5118, Compeatitive Rating Factors
Form 571, EDA Reports for All Contributors
{See Remarks)

Form 572, EDA Rating Sheet Form {See
Remarks

Form 572A, Rating Committee
Disqualification Repott on Promoticnal
Contributors, Rufe 200 {See Remarks)
Members Ethnic Information DT
Cerlification Lists :
Performance Test Rating Sheet (See
Hemarks)

§TD 618 Standard Clearance and Waiver

Veterans Preference Folder
Written Test Scores

Form 286 no longer used . Automated resource available,

Form 571, 572, and 5724 used by Deparimental Review
Committes and no longer stored as Personnet records,

Performance Test Rating Sheet Not Used




STATE OF CALIFORNIA  BEPAT MENT U] . SCHEDULE NUMBER (2) DATE (3}

RECORDS RETENTION SCHEDULE Employment Development Depariment 16 08-20-97
- ORGANIZATTONAT GRIT FAGE BF PAGES (4}
S7TD. 73 (REV. 5-92) .
Personnel Programs Division 50f8
See lrss;teril.:;ctlggi|l ?ﬁ‘; ;gverse ANURESS (Nomber Streer [#17} gﬁm%ggﬁ(%ﬂ% U BENERAL SERVICES APPHUVAL
ana i 800 Capitol Mall, Sacramento, CA, 95814 g8-100

TTEM CUBIC | CALIFGHNIA PR =
NUMBER I FEET* STATE TITLE AND DESCRIPTION OF BECORDS RBETENTION (Exempt}

(Triple space between ARCHIVES & REMARKS

llems} USE ONLY (Tiiple space between ftems) ’ GFFICE DEFT. | SAC ], TOTAL IPA
& i {8 @ gﬁ a¥f {12 {13} (14) 18} (16) {17

16. 2 STD 678 Application for Examination syis 3y Y STDE78 EMIC Silbs Not Retained

8TD 678 Fthnic Stubs (See Remarks)

17. 147 *  Adverse Action Records e gy i N
« GAL-OSHA No 200 log and
Summary of Occupational injuries
and lliness ‘ .
Employee Assistance Program P ﬁﬁ g;;g X

Grievance Records (Merit Issues)

+ DE 8421 Reasonable P Syrs Byrs xr
Accommodation Request/833RA
Authorization for the Release of
Medical Information

e SCIF 3067 Report of P Syrs Syrs X
Occupational Injury or Hiiness
» STD 268 Accident Report (Other | ¥ Syrs Syms X
than Motor Vehicle)
+ STD 630 Employee Contract | F Syss Syrs X
Grievance
P 5yrs Syrs X

»  Worker's Compensation files

18. 1 o Strike Contingency Plan p Current Current X Fetain &8 current url sLperseded

' ; PTess ;’JECI xca%xon; *
57 Class History
Classification Audits

Department Organizational Changes

Parm. Per. X
? yrs Syrs

b 2e e :]




STATE OF CALIFORNIA P AR TRENT (1] SCHEDULE NUMBER (25 DATE (3)
RECORDS RETENTION SCHEDULE Empioyment Develcpment Department 16 08-20-97
T OHGANIZATTONAL ORI GES (@1
STD. 72 (REV. 592) T . FAGE OF PRGES @
Personnet Programs Division Gof8
See insléalictlgxz‘ 01% (r}gve:se [ ADDHESS (Number Slreer Tty EUMBER EN
andin 800 Capitol Mall, Sacramento, CA, 95814 ®) gR-1Q9
TEM CUBIC | CALIFORNIA, PRA il
NUMBER | FEET* STATE TFFLE AND DESCRIPTION OF RECORDS RETENTION (Exempt)
{Tripe space between ARCHIVES & REMARKS
items) USE ONLY (Tripla space between Hems) CFFIGE DEFT. SHC TOFAL IPA
(8} ] 8) (9} BM a¥ (:2) (13 (14) {15) (16) 47
20. 1 Hires Above Minimum P Syrs oyrs X
Administrative Time Off Memos
Salary Rule Exceptions
21. 1 SPB 300-903 v Syrs Syrs
| SPB Calendars
e
25 500 Offici ai Pe rébnnel Récords 4 Active Active X Retain as active untit the employee separates. Then retain

-

-
-
-

Official Personnel Foider

DE 6271 Pay for Performance Cettification

DE 601 Staft Action Reguest

DE 7014 Employse Leave Record-

Infemmittent

%E 7014A Employee Leave Record-Part
ime

DE 7015 Employee Leave Record-full Time

DE 7415 Family Medical Leave Act (FMLA}

&
DE 897 Bilingual Pay Request
DE 9450 Voluntary Time (V-Time) Off
Request
DE 7016 Compressed Workweek Request
HBD 21 Health Benefits Plan for Direct Pay
While on MNaon-Pay Status
HBD 38 Health Benefits Plan Statement
Enrclimant
HBD 12 Hesith Benefits Plan
DE 6063 Employment Egibiity Verification

TE 680A Netice of Personnel Action
PERS 155 Notice of change and/or
Certlfication of Contribution Rate
PERS 283 Certification of Correction-
Member Contribution and Collecticn Due
Merit Award Correspondence
State Service Reconciliation Forms/Cards
STD 242 US Savings Bonds
Purchase/Payrofi Deduction Authorization
87D 611 Employes Record
STD 612 Employee Transfer Dala
§TD 642 Employes Leave Record (See DE
7014, DE 7014A and DE 7015)

STD 842 Employee Leave Record (White)
{See PE 7014, DE 7014A and DE 7015}

STD 851 Emplovee’s Job Description

uest

according to type of separation:

{a) Resignation without fault, volurtary retirement, rejection
on prebation, layoff: Five (5} years from the date of separation
(b} Disability retirerment, termination by disciplinary action,
resignation with faull, AWOL: Untit age 70




STATE QF CALIFORNIA

RECORDS RETENTION SCHEDULE

STD. 73 (REV. 5-92)

See instructions on reverse
and in SAM 1600

EPARTMENT (1)
Employment Develfopment Depariment

SCHEDULE NUMBER (2} DATE (3}
16 08-28-97

[ ORGANTZATIONAT UNET
Personnel Programs Division

FAGE OF
Tots

PAGES (4}

["ADDRESS (NiUHbar
800 Capito! Mall, Sacramento, CA, 95814

iy}

NUMBER (5)9 8 o 1 8

iTEM CUBIC
NUMBER FEET*
{Triple space between
ftems)
)] 9]

CALIFORNIA
STATE
ARCHIVES

USE ONLY
8

THTLE AND DESCRIPTION OF RECORDS

{¥riple space between llems)
(5]

RETENTION

GFFICE

#@1a¥ (2)

DEPT.
(18}

SRE
{14)

TOTAL
(15}

PHA ,
{Exempt
&

1PA
(18

REMARKS
(N

22. See
above

Offi

- * 8

i 8 oo

cial Personnel Records (Cont.
STD 687 Separation/Disposition of PERS
Contribulion

STD 688 Oath of Office

ST 689 Qath of Alegiance State Employee
57D 891 Denta Enroliment Form

STD 696 Dental Plan Direct Payment
Authorization

STD 698 Lée Insurance Enrofiment
Authorization

STD 699 Direct Pay Authorization

STD 700 Vision Plan Authorization

STD 701 FlexElect Authorzation

g Active

Active

XI*

‘| according totype

Retain as active LNtl he empioyee separates. 1her fetaln

of separation:

(&) Resignation without fault, voluntary retirement, rejection
on probation, layoff: Five (5) years from the date of separation
{b) Disabllity retirement, termination by disciplinary action,
resignation with fault, AWCL.: Unti age 70

23. 4

T 609 (8637) Cerffication of Salary F
Adjusiment

DE 8271 Pay for Petformance Certification
STD 609A Ceriification of Merit Salary
Adjusiment

STD 678 Examination Application

Cutrent

Current

A

Retamn as cursent untl superseded

24, 20

* @ & & 80 0 H & g O " e

[

-

L AR B N

CD 37 Payroll Transaction [
CDb 38 Payroll Warrant Register
CD 46 {Now part of STD 672)

CD 66 Report of Exceptions

DE 2676 Request for Position Action

DE 676A Personal Use of State Vehicle
DE16 Correction to STD 672

Name Change File

SBP 215 TAU Memorandum

SPB 100125 TAU Reguest

STD 407 Changs in Payroll Header

STD 603 Report of Absences Without Pay
STD 807 Change in Established Positions
STD 608 Established Positicns ’
STD 608A Established Position Record
{Temp.)

STD 625 Classification and/or Certification
Request

STD 634 Absence and Additional Time
Worked

S§TD 671 Authorization for Extra Hours/CTO
STD 672 Attenddance Report

ST 673 Report of Exira Hours o be Paid
STD 674 Payroll Adjustment Notice

Current
+4 yrs

Current
+4 y1s

A




STATE OF CALIFORNIA P ECANTMENT 1] SCHEDULE RUMBER (2) DATE (3)
RECORDS RETENTION SCHEDULE Employrment Development Department % 08-29-97
ANEZATTONAL TN GE
STD. 78 (REV. 5:92) O, TIONA] IT. - PAG OF PRGES () ]
Personnel Programs Division Bofs
See Ins&éuicﬂgxﬁll c;ré 0n‘e’warse ADORESS (Number Biroet Ty} DA T
anain 800 Capitol Mall, Sacramento, CA, 95814 ¢ g 8 . 1 8 g

ITEM CUBIC CALIFORNIA
NUMBER FEET* STATE TTLE AND DESCRIPTION OF RECORDS RETENTION {Exempt}

{Tripla space between ARCHIVES & REMARKS

tems) USE ONLY {Triple space between lems} GFFIGE DEPT. SRC TOTAL iPA
) @ & @ gjﬂ o¥ (2 {3 - (14) {15} {16} {n
26, B » DEBEEI Revolving rund Requests p B yrs Bys R Fia years from 1ha pay penod of request
*  Revolving Fund Forms {See DE 8553)
: Active Active XF Totam as aeive untl satisred. 1he retamed 1o & yeém from
27. 7 +  STD 639 Salary Gamishments P B yre B yrs 10 pay period IVOVEQ:
1101 Total Records




